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INTRODUCTION

These instructions provide directions to prepare a completed Application for Approval to Provide Educational
Services under Education Code §94915. The application is divided into three parts and thirteen sections.

% PART A. CERTIFICATION
Section 1 Application Affidavit
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» PART B. APPLICATION

Section 2 Mission and Objectives

Section 3 Organization and Management

Section 4 Description of Course

Section 5 Instructors

Section 6 Facilities

Section 7 Student Records

Section 8 Student Services

Section 9 Admission Standards and Graduation Requirements

Section 10 Student Protection

Section 11 Catalog and Other Publications

Section 12 Ownership and Financial Reports
Section 13 Operational Plan (New Institutions only)

» PART C. FORMS

o
25

Form 1 Instructional Clock Hour Disclosure

Form 2 Custodian of Records/Student Complaints Designee
Form 3 Catalog Certification

Form 4 Student Tuition Recovery Fund

Form 6 Letter of Representation

Form 7 Sample Balance Sheet

Form 8 Sample Income Statement

Included with this application packet is a copy of:

—

The New Private Postsecondary and Vocational Education Reform Act of 1998 (the Act).

The Regulations relating to the approval of Vocational and Non-Degree schools, Agents, and Agencies and
the Student Tuition Recovery Fund (the Regulations).

A Certificate of Authorization for Service (CERT) application for Directors and Instructors.

Decision Tree.

Requirements Matrix.

Fee Schedule.

N

SNk

If you need additional CERT applications, the annual fee schedule or any of the forms referenced in the application,
please telephone the Bureau at (916) 445-3427, or FAX your request to (916) 322-2615.

Note: “It is the sole responsibility of the school/institution to keep their approval status current and to
submit the re-approval application on a timely basis, at least three months prior to the expiration date.”



1.

GENERAL INSTRUCTIONS

Read and become familiar with the New Private Postsecondary and Vocational Education Reform Act of
1998 (the Act). The Act is also referred to as the California Education Code (CEC Sections §94700-
§94999). You should also read and become familiar with the Regulations. The Regulations are numbered
from §70000 through §76210.

INITIAL APPLICATION: If an institution is not approved to operate in California when it applies for
approval to operate, the institution must file an operational plan with its application. The guidelines for the
operational plan are described in Section 13 of this application.

If the Bureau determines that the operational plan satisfies the minimum standards, and believes that the
institution will implement the plan, the Bureau will grant a temporary approval to operate. The Bureau will
inspect the institution, by law, within 360 days after operation has begun. If the Bureau determines that the
institution is in compliance, it will grant an approval not to exceed four years under the temporary approval.
The processing time for new applications is described in CCR §73500.

REAPPROVAL APPLICATION: It is the sole responsibility of the institution to keep their approval status
current and to submit re-approval applications on a timely basis (at least three months prior the expiration
date).

APPLICATION FEE: The application fee is nonrefundable. Read the following information to determine
which application fee applies to your institution:
$1.0 million $100,000-  Under
Annual Revenue/Projected Annual Revenue or more $999,999 100,000
New or Re-Approvals (includes new branch locations):

Application with up to five courses/programs* of instruction $950 $900 $850
Each additional course/program* of instruction $95 $90 $85
One course of instruction subject to the Maxine Waters Act  $950 $900 $850
Application for non-profit public benefit corporation $1140 $1080 $1020
Changes to an Approved Course or Institution

Addition of course of instruction $380 $360 $340
Additional courses subject to the Maxine Waters Act $950 $900 $850
Change of Main or Branch location $285 $270 $255
Change of ownership $850 $850 $850

A. The non-profit public benefit corporation must be organized pursuant to Part 2 (commencing with
Section 5110) of Division 2 of Title 1 of the Corporations Code, and the institution must offer
education limited to instruction in employment and skill training at no charge to the people receiving
the education. If the institution is a non-profit public benefit corporation, but charges a fee for the
educational service, the fees are the same as “all other institutions”.

B.  All other institutions: The application fee is on a sliding scale based on the institution’s annual gross
revenue (refer to the above scale). For instance, if the institution’s annual gross revenue or projected
gross is under $100,000 then the fee is $850 for up to five courses, and $85 for each additional course.
There is an additional fee of $850 for one course of instruction subject to Article 7. A separate
application fee must be paid for the main location. Also a separate fee is required for each branch
location for the initial approval. Refer to §94719 for the definition of “Branch”.

*Courses can also be identified as programs — made up of classes.



C. The ADD A Course fee will cover the main and all branches and is not site specific. If the new course is
subject to Article 7 (Maxine Water’s Act) and the institution already paid the Article 7 fee in connection
with its last application for approval or re-approval for the main and applicable branch locations, the
Article 7 fee does not apply. However, if the new course is subject to Article 7, and has not paid the
Article 7 fee, then the Article 7 fee is required with the add course fee.

For Assistance with this application telephone (916) 445-3427 and ask to speak to the non-degree duty
day staff person.

To calculate the application fee, complete the work sheet printed on the following page. This worksheet
must be completed for each main location.

5. MAILING THE APPLICATION: When the application is complete, assemble the materials in a white
binder. Mail one copy of the application, the application filing fee worksheet and the application filing fee
to:

Physical Address:
Bureau for Private Postsecondary Vocational Education
(BPPVE)
400 R Street, Suite 5000
Sacramento, CA 95814-6200

Mailing Address:
Bureau for Private Postsecondary Vocational Education
(BPPVE)
P.O. Box 980818
West Sacramento, CA 95798-0818

NOTE: If you paid $25 (twenty five dollars) for the application, deduct $25.00 from the application filing
fee. Be sure to keep a copy of the application and application filing fee worksheet for your records.






APPLICATION FILING FEE WORKSHEET School Code:

_ IInitial Application & ReApproval [JAdd Course [ /Main Location " |Branch " |Change Ownership
Complete (A,C,G or B,C,D,G) (D,E) (A,C,G or B,C,D,G) (A,C,GorB,C,D,G) (F,G)
School Name:
Street Address:
City State Zip Code
ANNUAL REVENUE/PROJECTED ANNUAL $1,000,000 $100,000- Under
REVENUE: Or more $999,999 $100,000
1 l l
A. Non-profit public benefit corporation $1,140............ $1,080........... $1,020.....cenninnn. A.
(Refer to Page 2, Section 4A for definitions) Skip to C.
B. List the Courses/Programs you plan to offer $1,000,000 $100,000- Under
at the institution. or more $999,999 $100,000
(Application with up to 5 courses/programs) J J J
$950........... $900.............. $850. ., B
1.
2.
3.
4.
5.
For each course in excess of the five courses add:
$1,000,000 $100,000- Under
or more $999,999 $100,000
C. List additional courses/programs over five. J J J
Total courses over five X $95. i, $90.. ..o $85...cciiieieenn...=C.
6.
7.
8.
9.
10.
$1,000,000 $100,000- Under
or more $999,999 $100,000
D. If any one course is subject to Article 7, add ) \’ J
(8950, $900, or $850) accordingly based on revenue. $950............... $900.............. $850...c i D.
2 2 2
E. For each Add Course Filing Fee
Total course X $380....ccueennn.n. $360.............. $340.. .. E.
F. For Change of Ownership Fee = $850 (regardless of revenue earnings) F.
G. The application fee for this site is the TOTAL of lines A, B,C,D,E,and F................ccccceiiiiiiininnnnn, G.

[ ] Additional courses for this site are listed on the back of this worksheet.
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B. Additional courses/programs (continued).

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.




PART A. CERTIFICATIONS

INSTRUCTIONS

Section 1: APPLICATION AFFIDAVIT
CEC §94719, 94742, 94802 (a) (6), 94818, 94846, 94836, 94857; CCR §73110, 73120, 73130, 73165

1.1

1.2

1.3

Institution

A.

The institution name must be the legally registered name of the school. Type the name precisely as it
appears on supporting documents, such as the articles of incorporation, fictitious name filing, or non-
profit status filings. If applicable please provide a copy of the Fictitious Business Name Statement. Use
this name consistently in your application materials and school catalog.

To operate in California, a private postsecondary educational insitution must maintain a California street
address. There must be a primary administrative location, which is the institution’s principal place of
business, where records are kept.

A post office box number can be designated as a mailing address, but not as a primary administrative
location.

Be certain to include the area code for each telephone or FAX number.
The street address of each location at which the educational services or education program will be

offered, including the identification of the institution’s main campus, branches and satellites. Attach
additional sheets if necessary.

Ownership and corporation status
Specity the type of ownership:

A. An individual owner is the same as a sole proprietorship. One person owns all assets and liabilities of
the institution.

B. A partnership exists when two or more individuals share ownership by virtue of a written partnership
agreement.

C. A corporation exists when formal articles of incorporation are created, signed, and legally registered
with the California Secretary of State. If you checked “Corporation,” specify the state where
incorporated.

D. Specify the tax status: “Non-Profit” or “Profit”. If “Non-Profit”, specify if “Public Benefit” or
“Religious”.

Owner(s)

Identify the name, street address (not a P.O. Box), telephone number, and driver’s license number of each
owner. Attach an additional sheet if necessary. If the owner is a corporation enter the legal name of the
registered corporation in California.




1.4

1.5

1.6

1.7

1.8

1.9

Institution’s Contact Person

Designate an individual who the Bureau will contact to discuss the application and schedule the site visit
review. This person must have the authority to conduct transactions on behalf of the institution.

Agent for service of process within California

Identify a person who has consented to act on behalf of the ownership as the designated agent for service of
process and upon whom legal papers may be served. The designated agent for service of process must
provide a California address, not a post office box, which is not the institution’s primary administrative
location.

Institutions operated by this owner

A.

Each owner of the institution must disclose the names and addresses of all private postsecondary
institutions currently operated in California. This applies to the individuals whose names appear in
subsection 1.3 and whose signatures appear in subsection 1.9. Refer to §94846 and 94836 and §73130.

Each owner of the institution must disclose the names and addresses of other private postsecondary
institutions operated in California in the past seven years. This applies to the individuals whose names
appear in subsection 1.3 and whose signatures appear in subsection 1.9. Refer to §94846 and 94836 and
§73130.

The owners are to certify to these statements under penalty of perjury. Attach an explanation for each
“Yes” response.

The owners are to certify to these statements under penalty of perjury. Attach an explanation for each
“Yes” response.

Declaration under penalty of perjury

The application is a legal document. Submit only original signatures. It must be signed by each owner,
partner or member of the board. If the institution is incorporated, each owner of ten percent (10%) or more
of the stock must sign. If it is incorporated and the stock is publicly traded through a stock exchange, the
president or chief executive officer of the corporation must sign. If it is a non-profit corporation, each
member of the governing body must sign (§73440).



BUREAU FOR PRIVATE POSTSECONDARY OFFICE USE ONLY (APP REV 10/00)
AND VOCATIONAL EDUCATION

(BPPVE) DATE RECEIVED

400 R Street, Suite 5000

Sacramento, CA 95814-6200 APPLICATON FEE
SCHOOL CODE

APPLICATION for approval to
Provide educational services

under §94915

PART A. CERTIFICATION

Section 1. Application Affidavit

Please check applicable category:
[IInitial Application  [JAdd Course  [/Main Location [Branch 1Change Ownership

1.1 INSTITUTION

A.
Name
B.
Primary Administrative Location
City State Zip Code
C.
Mailing Address (if different)
City State Zip Code
D. ( ) ( )
Telephone Number FAX Number
E.
Main Campus Address State Zip Code
__Branch  Satellite
Address
School Code
City Zip Code
__ Branch _ Satellite
Address
School Code
City Zip Code

F. Please provide a Website address if any




1.2

1.3

1.4

1.5

. Name of corporation (on Articles of Incorporation):

OWNERSHIP TYPE AND CORPORATION STATUS (Please check)
Individually owned; sole proprietorship

Partnership: General Limited

. State where incorporated: Date:

(If applicable, please include copies of the Articles of Incorporation)
Profit

Non-Profit: Religious Public Benefit Mutual

Owners(s) Attach Additional Sheets if necessary

Name CA Driver’s License Number
Street Address

City State Zip Code

( ) ( )

Telephone Number FAX Number

Name CA Driver’s License Number
Street Address

City State Zip Code

( ) ( )

Telephone Number FAX Number

Institution’s Contact Person

( )
Name/Title Telephone Number
Address City Zip Code
Agent for Service of Process Within California
( )
Name Telephone Number
Address City Zip Code
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1.6 A

1.6 B

1.7

1.8A

1.8B

1.8C

1.8D

1.8E

Name and address of other private postsecondary institutions currently operated by this owner:

Name of other private postsecondary institutions operated by this owner in the past seven years:

Are there any legal or administrative actions pending against the institution, ownership, any of the owners,
officers, administrators, or instructors, by any federal, state, or local law enforcement agency?

NO YES (If Yes, attach an explanation)

Has the institution, an owner, person in control, director, or officer of the institution been found in any
criminal, criminal civil, or administrative proceedings to have violated any law regarding the obtaining,
maintenance, or disbursement of state or federal loan or grant funds, or any other law substantially related to
the operation of the institution?

NO YES (If Yes, attach an explanation)

Does the institution, or an owner, person in control, director, officer, or institution have unpaid financial
liabilities involving the improper acquisition, use, expenditure, or refund of state or federal financial aid
funds?

NO YES (If Yes, attach an explanation)

Has the owner, person in control, director, or officer of the institution owned or served as a director of
officer of an institution that is now closed?

NO YES (If Yes, attach an explanation)

Has the owner, person in control, director, or officer of the institution had the capacity, directly or indirectly,
to direct or influence the management, policies, and conduct of an institution that is now closed?

NO YES (If Yes, attach an explanation)

Does the owner, person in control, director, or officer of the institution owe full refunds or compensation for
actual damage to students resulting from the closure of an institution?

NO YES (If Yes, attach an explanation)
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1.9 Declaration Under Penalty of Perjury

Each owner partner or member of the board must sign the application. If the institution is incorporated,
each owner of ten percent (10%) or more of the stock must sign. If the institution is incorporated and the
stock is publicly traded through a stock exchange, the president or chief executive officer of the corporation
must sign. If the applicant is a non-profit corporation, each member of the governing body must sign.

“I declare under penalty of perjury under the laws of the State of California that the foregoing is true and

correct:”
A.
Signature Date
Printed Name Title
Social Security Number (optional) CA Driver’s License Number

Street Address (Cannot be a P.O. Box)

City State Zip Code
Owning % of Ownership Member, Board of Directors General Partner

B.
Signature Date
Printed Name Title
Social Security Number (optional) CA Driver’s License Number
Address
City State Zip Code
Owning % of Ownership Member, Board of Directors General Partner

Attach additional sheets if necessary

12



PART B. APPLICATION INSTRUCTIONS & QUESTIONS
INSTRUCTIONS

RESPOND TO EACH ITEM IN EACH APPLICATION SECTION BY PROVIDING A CONCISE
ANSWER THAT IS COMPLETE IN AND OF ITSELF, FOLLOWING EACH QUESTION. DO NOT
RESPOND, “SEE CATALOG” or “REFER TO SECTION A.” or “SEE ATTACHED AT APPENDIX”.
PLACE EXHIBITS OR EXAMPLES IMMEDIATELY AFTER EACH QUESTION.

IF A QUESTION DOES NOT APPLY TO THE INSTITUTION, PROGRAM/COURSE OR EDUCATIONAL
SERVICE, WRITE “NOT APPLICABLE” AND THE REASON WHY THE ITEM IS NOT APPLICABLE TO
THE INSITITUTION. For example, “Not Applicable, we do not advertise placement services.”

It is not necessary to repeat the question, or list each response on a separate page. HOWEVER, EACH SECTION
SHOULD BE SEPARATED WITH A DIVIDER OR TAB LABELELD WITH THE NAME/NUMBER OF
THE SECTION. Please number the pages of the application.

For purposes of this application, the term “course” or “program” is used to describe the “educational service” or
“course of study” that you are seeking approval to offer. A “course”, “program” or “educational service” is either a
single course/program or a related series of course/program. For a definition of “course of study” and “educational
service,” refer to §94725 and §94729 of the Education Code.

For example, you may offer a course/program called “Medical Assistant-Front Office.” This course may be made
up of a series of classes such as “Insurance Forms,” “Introduction to Computers,” and “Scheduling.” In this case
you would provide information for the course “Medical Assistant-Front Office”, (the individual classes will be
listed on the clock hour form as part of section 4). If the course is only one class, then the course is the same as the

class.
THE APPLICABLE REGULATIONS AND STATUTES

Each section of the application contains the applicable California Code of Regulations (CCR) and California
Education Code (CEC) reference for that section. It is important that you read the pertinent sections of the
Regulations and Education Code before responding to the questions in the application. In addition, the Regulations
contain additional instructions for the following schools: Cosmetology Schools (refer to §73760); FAA Certified
Flight Schools (refer to §73470); Truck Driving Schools (refer to §73480).

INSTITUTIONS WITH MULTIPLE LOCATIONS
Application Affidavit (Part A) must be completed for each site. Institutions that offer the same course/program or
class at multiple locations need to submit an application for each of those locations. In addition, the applicable fees
must be paid for each “Main and Branch Location”. You must also complete the questions in the application that
are unique to that location and attach the response to the Application Affidavit pages.

INSTITUTIONS REGULATED BY OTHER FEDERAL OR STATE AGENCIES

Institutions that are regulated by other federal or state agencies must be able to demonstrate compliance or the
intent to comply with the applicable federal or state regulations at the time the Bureau conducts the site visit.
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Section 2: MISSION AND OBJECTIVES

CEC §94915 (b), 94790, 94785, 94786; CCR §73350

2.1

2.2

23

State the Institution’s mission and objectives.

The mission statement describes the institution’s purpose and the kind of education or training offered.
This statement should describe the student population for whom the instruction is intended and the
expected outcomes for graduates. Vocational institutions should describe the occupation for which the
course prepares students.

If the institution claims exemption from Article 7, commencing with Education Code §94850, cite the
basis for the exemption and reference the applicable Education Code Section.

Institutions approved under Education Code §94915 may be eligible for the institutional exemption from
Article 7. To determine if your institution is exempt, read Education Code §94785.

Example: The institution claims exemption as a non-profit public benefit corporation under Section
§94785.

If the institution is exempt from Article 7, then it must comply with §94800.

If a course of study or other educational service offered claims exemption from Article 7, commencing
with §94850, cite the basis for the exemption and reference the applicable Education Code Section. If a
specific course is exempt from Article 7, then it must comply with §94800.

While the institution may not be exempt from Article 7, some of the courses offered may be exempt. To

determine if any courses are exempt from most of Article, read §94790. Note: All courses must comply
with §94832 and §94831.
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Section 3: ORGANIZATION AND MANAGEMENT

CEC §94915 (b), 94920; CCR §73000, 73140, 73340, 73660, 73730, 73740

3.1

3.2

33

3.4

3.5

Submit an organizational chart that illustrates the governance and administrative structure of the
institution, and the relationship between instructors and administrative positions.

The organization chart should include the name and title of the individual currently holding the position,
or note that the position is vacant.

Provide a description of the job duties and responsibilities of the school directors, associate directors,
financial aid directors, and financial aid officers.

Identify the school director and describe the school director’s education, experience and qualifications to
administer the institution.

School directors require three years of administrative experience in a public or an approved private
postsecondary school. The sole owner of an institution will be allowed to serve as director for up to
three years before needing to meet the experience requirement in Section §94920; however, the CERT
application must be filed at the time the institutions’ application is submitted.

For each school director, associate director, financial aid director and financial aid officer provide the
following:

A. Name:

B. Position:

C. Certificate of Authorization for Service (CERT) #:

D. Expiration Date:

Describe the institution’s procedures for monitoring compliance with the New Private Postsecondary
and Vocational Education Reform Act of 1998 (the Act) and identify the individual responsible for

monitoring compliance with the Act. The description should include the items described in CCR
§73340.
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Section 4: DESCRIPTION OF COURSE

CEC §94725, 94915 (b), 94854, 94873, 94875; CCR §73200, 73210, 73230, 73700, 73280, 73710, 73880

4.1

4.2

For each course of study, provide a course syllabus that complies with CCR §73880, and complete the
Instructional Clock Hour Disclosure, Form 1 in the Form section Part C.

For each course of study, provide the following information:

A.

A description of the equipment to be used during the course. Specify the ratio of students to
equipment. For each item of equipment, indicate whether it is owned, leased, rented, or licensed
for short or long-term, or owned by another and used without charge.

A projection, and the bases for the projection, of the number of students that the institution plans to
enroll in the course during each of the three years following the date this application is submitted.

State the number of faculty needed and the academic and experiential qualifications to teach the
course.

For new institutions only or if the course has not been offered by the institution within the prior
year, provide a feasibility study establishing job market demand. The feasibility study should
include the following information:

1.  Projected number of graduates from other vocational training programs in the labor market
area.

2. The average starting salary.

3. The average salary, from sources such as the employment classifieds or the Private Industry
Council (PIC).

4.  Other pertinent data collected within the last two years, such as the availability of jobs in the
field, or the projected number of jobs in the field.

For new institution only or if the course has not been offered by the institution within the prior
year, provide three employer letters for each program to be offered, on employer letterhead with a
mailing address and telephone number, and include original signatures (copies are not accepted).
The statement should indicate that each employer:

1. Reviewed the course curriculum and equipment used in the course (specify the program(s)
reviewed).

2. Finds that the curriculum and equipment satisfy the job training needs of employers in the
labor market area.

3. Would be willing to hire graduates of the course based on the training offered if the employer
had job vacancies.

4.  Does not have a financial interest in the institution, and the institution’s owner does not have
a financial interest in the employer’s business.
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F.

For all institutions, describe how the institution will gather data, at least annually, from employers
to determine whether the institution’s curriculum, instruction, equipment, or other materials meet
changes in the contemporary job market as described in CCR §73700 (c).

4.3 If the instruction is represented to lead to employment that requires state or local licensure:

A.

Describe the educational requirements for state or local licensure and how the instruction prepares
students to satisfy those requirements and to prepare for the licensing examination.

Provide the exam passage rates for students who completed the course during the previous twelve
months.

4.4 If the institution offers a course in a language other than English, provide the following for each course:

A.

B.

The number of students grouped by the language in which they are fluent.
The language in which the course will actually be offered to each language group of students.

The number of instructors who will teach each language group of students and the instructors’
qualifications to teach in that language.

The language of the textbooks and other written materials to be used by each language group of
students.

4.5 For schools offering truck driver training programs please respond to each item in Section 73480 and
94925.

Section 5: INSTRUCTORS

CEC §94915 (b), 94920; CCR §73270, 73660, 73690

5.1 For each instructor, provide the following information:

A.

B.

C
D.

=

Name.

Certificate of Authorization (CERT) #.
CERT expiration date.

List the classes the instructor will teach.

The total number of hours per week the instructor will be present at the location where the
instructor teaches.

If the instructor does not possess a CERT, specify the date the application was submitted to the
Bureau.

17




Section 6: FACILITIES

CEC §94915 (b); CCR §73280, 73280 (d), 73290, 73710

To avoid incurring any additional expenses, the Bureau recommends that you consider postponing the
finalization of any lease documents for facilities or the hiring of any instructors until such time as you have
been notified that your application has been reviewed pending approval.

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

Submit a floor plan of the physical facilities for each location at which the course or education program
will be offered. The floor plan should include building diagrams or campus maps. The diagrams or
maps should identify the location of classrooms, laboratories, workshops, and libraries.

Describe the physical facilities, including the square footage and room capacity, and the number of
students to be accommodated in the facility.

Describe the library services, general holdings and other learning resources.

Explain how the library is sufficient to support the instructional needs of students and to prepare
students for the occupations or job titles to which the educational services are represented to lead.

If a library does not exist, describe any other arrangements that the institution might have to assure that
students have access to library facilities.

If distance learning instruction is offered, describe the policy and procedures for supplying the library
and learning resources to these students.

Please provide a current Fire Inspection Report.

Provide a map and directions for driving to your main campus from the nearest major highway or
freeway. The map may be hand drawn, and should include north/south/east/west designations.

Section 7: STUDENT RECORDS

CEC §94915 (b), 94800, 94829; CCR §73160, 73170, 73310, 73420, 73765, 73780, 73900, 73910

7.1

7.2

7.3

Describe how educational records are or will be organized, maintained and stored. Will academic and
financial records be maintained in separate files? Specify the types of documents contained in student
files. The student’s files shall, if applicable, contain the information as described in CCR §73900.

Submit a sample of the forms used to maintain student attendance, grades, and previous education and
training.

Submit a copy of the document awarded upon successful completion of the course as described in CCR
§73780.

7.4 Describe the procedures for security and safekeeping of records. If the institution stores records on

7.5

computer disk, microfilm, microfiche or any other method of records storage, describe how the institution
will ensure that its students’ records will be protected from loss or damage, as described in CCR §73910 (¢).

Complete the Custodian of Records/Student Complaints Designee, Form 2 in the Form section Part C.
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Section 8: STUDENT SERVICES

CEC §94802 (a) (2); CCR §73300, 73330

8.1

8.2

Describe the available student services, if any, including provisions for academic counseling, tutorial
programs, and textbook purchases.

Describe the job placement assistance available to students, including the amount of staff time allocated
to job placement assistance, a description of the resources utilized, and any special services offered to
students seeking employment.

Section 9: ADMISSION STANDARDS AND GRADUATION REQUIREMENTS

CEC §94723, 94865, 94872, 94875, 94915 (b), 94800 (b); CCR §73220, 73240, 73360, 73750

9.1

9.2

9.3

94

9.5

9.6

State the minimum level of education and preparation required for admission.

Describe the grading standards, scholastic regulations, attendance policies, and dismissal and suspension
policies.

Describe the graduation requirements for each course.

If home study or correspondence instruction is offered, describe the attendance and student course
assignment schedules.

Institutions offering courses that must comply with Article 7:

A. Describe the test(s) used to measure the student’s ability to be successfully trained to perform the
tasks associated with the occupations or job titles to which the course of instruction is
represented to lead.

B. State the minimum score, if any, which the test’s developer indicates a prospective student must
achieve to demonstrate an ability to be successfully trained to perform the tasks associated with
the occupations or job titles to which the course is represented to lead.

C. State the minimum passing score used by the institution.

D. If the institution accepts a lower minimum passing score than is indicated by the test’s developer,
state an explanation of why the institution accepts a lower minimum passing score.

Institutions that offer instruction in English as a Second Language:

A. If ESL instruction is tied to the student’s enrollment to receive another educational service,
please explain the enrollment requirements.

B. If ESL instruction is offered before or at the same time as another course in the English
language, specify and describe the test used to determine whether the student:
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C.

Has attained adequate proficiency in written and spoken English to comprehend instruction
in English.

Can be successfully trained by English language instruction to perform the tasks associated
with the occupations or job titles to which the educational service is represented to lead.

Has attained a level of proficiency in English reasonably equivalent to the level of English
in which the licensure examination is offered.

If the institution offers ESL instruction to students who need ESL instruction to use already
existing knowledge, training, or skills.

1.

Describe how the institution documents that ESL instruction is necessary to enable those
students to use their existing knowledge, training, or skills.

Specity and describe the test used to determine whether students have attained adequate
proficiency in written and spoken English to use their existing knowledge, training, or
skills.

Section 10.1: STUDENT PROTECTION (Schools subject to Article 7 (Maxine Waters Act.)

CEC §94810, 94816 (a-e), 94820, 94859, 94860, 94866, 94867, 94868, 94869, 94870, 94871; CCR §73170

IMPORTANT NOTICE:

IF THE INSTITUTION IS NOT EXEMPT FROM ARTICE 7 (MAXINE WATERS ACT) THEN
COMPLETE SECTION 10.1.

IF THE INSTITUTION IS EXEMPT FROM ARTICE 7 (MAXINE WATERS ACT) THEN
COMPLETE SECTION 10.2.

10.1 Institutions Subject to Article 7 submit copies of the following pre enrollment disclosure forms and
the enrollment agreement:

A.

B.

Notice of Student Rights, §94866.

Notice of Cancellation, §94867 and §94868.

Notice of Refund, §94869.

Refund tables displaying the amount of refund at 10%, 25%, 50%, 60%, and 75% for each
course offered, §94859 (a) (6).

Completion and placement data (Performance Fact Sheet) for each course, and information that
substantiates these claims §94859 (a) (2) (A) & (B); or if course has been offered for less than a
year, the statement in §94859 (a) (3), §94816.

Student enrollment agreement or contract forms complying with §94859 (a) (1), §94871, &
§94810.
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10.2

Instruments evidencing indebtedness §94859 (a) (5).
Information to substantiate any salary claims §94859 (a) (2) (D).
Information about licensure and exam passing rates §94859 (a) (2) (E).

Disclosure statement of state-established class requirements for licensure, and if the course
differs from those requirements. §94859.

Information about repayment and default of student loans §94859 (a) (5) (A) (B).
Statement that the institution has filed bankruptcy, if applicable §94859 (a) (5) (D). Refer to the

Student Protection Information Form 5 in the Form section Part C, for directions on how to
complete these forms.

Institutions Subject to Article 6, DO NOT COMPLETE THIS SECTION IF YOU COMPLETED
SECTION 10.1. The following are the requirements for institutions subject to Article 6, §94800:

A.

B.

Current schedule of charges, with their charges explained, §94825.
Cancellation and refund policies, §94820, 94822, 94823, 94824.

Enrollment agreement or student contract forms and instruments evidencing indebtedness
§94810.

This item applies to all other institutions except new institutions and institutions adding a new
course. If the course of study prepares students for a particular vocation, a school performance
fact sheet that complies with §94816 (a-c).

Section 11: CATALOG AND OTHER PUBLICATIONS

CEC §94814, 94859, 94831, 94802, 94832; CCR §73190, 73320, 73750, 73760, 74140

11.1

11.2

Submit a current catalog as described in CCR §73750, §74310 and complete the Catalog Certification,
Form 3 in the Form section Part C.

Submit representative copies of advertising and other statements disseminated to the public in any
manner by the institution or its representatives. Refer to §94832 (g) & (i) and §94831 for advertising
guidelines.

21




Section 12: OWNERSHIP AND FINANCIAL REPORTS

CEC §94804, 94806, 94855, 94802, 94915 (b), 94947, 94846, CCR §73130, 73180, 73260, 73380 (a)(5), 73860

12.1 New institutions: Submit proof of ownership, such as articles of incorporation, or partnership
agreement. All documents submitted to verify ownership must be fully executed.

All other institutions: Provide confirmation in the Letter of Representation that ownership or control of
the institution has not changed since the date of original approval. (A sample Letter of Representation is
included in section Part C, Form 6). Any changes in ownership or control should be disclosed along
with supporting documentation, such as Articles of Incorporation, Partnership Agreement, etc.

12.2  New institutions only: Submit financial statements prepared on the accrual basis of accounting as
specified below:

A.

If the institution is not operating in California at the time it applies for approval, the financial
statements submitted shall include a Balance Sheet prepared in accordance with generally
accepted accounting principles. The financial statements may be prepared by a person with
sufficient training to adhere to the required accounting principles, and should not be dated later
than 120 days from the date of submission of the application.

If an institution that is operating in California applies for approval to operate a branch campus
that has operated, the institution shall submit financial statements for the most recent fiscal year
end, as follows:

1. An institution which collected $750,000 or more in total student charges in the preceding
year shall file financial statements prepared in accordance with generally accepted
accounting principles, audited or reviewed by an independent Certified Public
Accountant.

2. An institution which collected less than $750,000 in total student charges in the preceding
year shall file financial statements prepared in accordance with generally accepted
accounting principles, prepared by a person with sufficient training to adhere to the
required accounting principles.

12.4  All other institutions: Submit financial statements for the most recent accounting period.

A.

An institution which collected $750,000 or more in total student charges in the preceding year
shall file a complete set of financial statements prepared in accordance with generally accepted
accounting principles, audited or reviewed by an independent Certified Public Accountant.

An institution which collected less than $750,000 in total student charges in the preceding year
shall file financial statements prepared in accordance with generally accepted accounting
principles. These financial statements may be prepared by an individual with sufficient training
to adhere to the required accounting principles and must include at a minimum a Balance Sheet
and Income Statement.

If audited or reviewed financial statements are required, the institution must submit at a
minimum; the auditor’s report, Balance Sheet, Income Statement, Statement of Cash Flows, and
any footnote disclosures.
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Financial information must be presented in accordance with generally accepted accounting
principles (GAAP), which means that the accrual basis of accounting is required. The cash basis
or income tax basis of accounting are not GAAP.

12.5 Complete and sign a Letter of Representation (Form 6 of Part C)
Note: The information for #12.1, 12.2, 12.3 and 13.4 (if applicable) should be placed in a 9 X 12
envelope. Write the name of the institution on the envelope. New institutions should write the school

name and mailing address on the envelope. The envelope should be mailed with the application, but
does not need to be inserted in the clasped folder or binder.

12.6 Institutions participating in state or federal financial assistance programs, indicate for the preceding
federal financial aid award year:

A. The number and percentage of students receiving financial aid under all state and federal
financial aid programs.

B. The total amount of aid by source from each aid program.

C. The federal cohort default rate for the three most recent years as reported by the United States
Department of Education.

12.7 Describe the institution’s financial assistance policies and programs, including scholarships and
educational loans available from private entities.

Section 13: OPERATIONAL PLAN — NEW INSTITUTIONS AND NEW BRANCHES

CEC §94915 () (g), 94804; CCR §73380

If an institution is not approved to operate in California when it applies for approval to operate for itself or a
branch campus, the institution shall file its application and an operational plan establishing that the institution
will satisfy the minimum standards set forth in §94915 (b).
13.1 Prepare a needs analysis that explains:

A. The need for the institution in the proposed service area.

B. The type of students who will be served.

C. The background and experience of the owner(s) or board which help this venture to succeed.

13.2  Submit a timeline that explains:

A. The proposed timeline for development and implementation of this plan.
B. The earliest date for an on-site visit from the Bureau.
C. The target date for commencing enrollment.
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13.3  Organization and Management.

A. Outline the plan for monitoring budget and enrollment projections and outcomes, and adherence
to the plan.
B. State goals and milestones for the first three years.

13.4 Financial Plan

Detail assets available for capitalization of the instruction. Prepare a budget for the first three fiscal
years of cooperation that includes the following at a minimum.

Revenue Plan

Assumptions utilized in plan development.

Enrollment projections by program

Tuition and fees

Expense Plan

Personal Costs
Administrative personnel
Instructional personnel
Professional support personnel
Clerical support personnel
Plant operations personnel

Benefits

Instructional costs other than personnel

Student Services costs

Library and Learning resources

Advertising and Marketing costs

Travel

Professional development costs

Physical plant operations costs

Debt service

Mortgage or lease agreement

Notes payable

Capital investment

Net Income

13.5 Course

Detail expected enrollment by course or educational service for the first three years.
13.6. Instructors

Provide a timetable indicating when faculty will be employed during the first three years of operation.
13.7  Facilities

Detail facility expansion plans during the first three years of operations.
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INSTRUCTIONAL CLOCK HOUR DISCLOSURE — FORM 1

School Name School Code
Accrediting Association Date of last accreditation visit
Course Title Total Instructional Clock Hours/Course Length (Weeks) CIP Codes
Class Title Lecture Lab Practicum Total Total

Hours Hours Hours Instructional | Credit

Clock Hours | Units

*Leave blank if you do not know the CIP Code.

INSTRUCTIONAL CLOCK HOUR TO CREDIT CONVERSION: The formula used to calculate the number of
(check one) quarter units or semester units is as follows:

one credit= lecture hours  one credit= laboratory hours  one credit= practicum hours
(internship/externship)
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CUSTODIAN OF RECORDS/STUDENT COMPLAINT DESIGNEE — FORM 2

School Name:

Custodian of Records

Designate the individual who will maintain current and accurate records as described in §94829, §94854, §94915,
§94862, §94870, §94865.

Printed Name
Home Address
()
City State Zip Code Telephone Number

“As the custodian of Records for this institution, I acknowledge that I shall maintain current and accurate records as
required by statute and regulations for a period of not less than five years at the address shown above. If the
institution closes, I agree to respond to inquiries and allow for an inspection of records by authorized individuals or
personnel.”

Signature Date

Student Complaint Designee

Designate the individual who will receive and resolve student complaints in accordance with §73770 of the
regulations. All complaints received by the Bureau will be mailed to the attention of this individual.

Printed Name/Title
Mailing Address
()
City State Zip Code Telephone Number
Signature Date
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CATALOG CERTIFICATION — FORM 3

School Name School Code

Each institution must provide to students and other interested persons prior to enrollment a catalog or brochure
containing at a minimum the information contained in Education Code §94800 and §94859 and Regulations
§73750. Instructions: For each item, indicate the page number where the information is printed in the catalog.
Attach this form to the catalog. Schools must consider these requirements when planning their catalog.

CATALOG REQUIREMENTS PAGE NUMBER(s)
1. A description of the instruction provided under each course offered by the institution. 1.
2 The number of credit or clock hours of instruction or training. 2
3 The occupations, if any, to which the course is represented to lead. 3
4. A description of the faculty, and their qualifications. 4.
5 The attendance, tardiness, dropout, and leave-of-absence policies. 5
6 The grading and student assessment policy, and rules of operation and conduct. 6
7 The schedule of tuition, fees, and all other charges and expenses necessary for the term

of instruction and the completion of the course of study, including the cost of equipment. 7.
8. The total cost of tuition over the entire period. 8.
9. The cancellation and refund policies and rights. 9.

10. A description of the student’s rights under the Student Tuition Recovery Fund established

pursuant to §94944. Suggested text is printed on Form 4. 10.
11.  For institutions which participate in federal and state financial aid programs, all consumer
information which the institution is required to disclose to the student. 11.

12. A student complaint procedure that complies with the provisions of §73770 of the
regulations. 12.

13. The specific beginning and ending dates defining the time period covered by the catalog. 13.

14. The institution’s policy concerning: admission requirements including the minimum levels
of education required; entrance testing requirements, if applicable; attendance and student
assignment schedules for home study or correspondence instruction, if applicable; policies

regarding record retention, and; school location. 14.
15. A statement whether the institution provides English-as-a-second language instruction.  15.
16. All other material facts concerning the institution and the program or course of instruction

which are reasonably likely to affect the decision of the student to enroll, as prescribed by

rules and regulations adopted by the Bureau. State the fact(s) disclosed. 16.

17. The cosmetology school catalog requirements described in §73760 of the Regulations.  17.

Signature, Title Date
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CATALOG DISCLOSURE — STUDENT TUITION RECOVERY FUND - FORM 4
The following is suggested text, or you may develop your own text:

The Student Tuition Recovery Fund (STRF) was established by the Legislature to protect any California resident
who attends a private postsecondary institution from losing money if you prepaid tuition and suffered a financial
loss as a result of the school closing, failing to live up to its enrollment agreement, or refusing to pay a court
judgment.

To be eligible for STRF, you must be a “California resident” and reside in California at the time the enrollment
agreement is signed or when you receive lessons at a California mailing address from an approved institution
offering correspondence instruction. Students who are temporarily residing in California for the sole purpose of
pursuing an education, specifically those who hold student visas, are not considered a “California resident.”

To qualify for STRF reimbursement you must file a STRF application within one year of receiving notice from the
Bureau that the school is closed. If you do not receive notice from the Bureau, you have four years from the date of
closure to file a STRF application. If a judgment is obtained you must file a STRF application within two years of
the final judgment.

It is important that you keep copies of the enrollment agreement, financial aid papers, receipts or any other
information that documents the monies paid to the school. Questions regarding the STRF may be directed to the
Bureau for Private Postsecondary and Vocational Education, 400 R Street, Suite 5000, Sacramento, CA 95814,
(916) 445-3427.
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STUDENT PROTECTION INFORMATION — ARTICLE 7 - FORM 5

NOTICE OF REFUND REQUIREMENTS

Each institution must provide to students who withdraw a “Notice of Refund” as described in §94869. To make
certain that your Notice complies with the Education Code, find each required item below and mark the
corresponding number on your document.

If your document has any information that goes above and beyond what is required by statute, use a yellow marker
to highlight those statements. On a separate sheet, explain why this additional information has been included on the
form.

1. Caption, “This Notice is Important. Keep It For Your Records” (in at least 10 point bold face type).

2. Date refund was made.

3. Amount of refund.

4.  Method of calculating refund.

5. Amount student paid form instruction (or, if correspondence course, amount student paid for lessons).

6.  Hours of instruction student has paid for but not yet received (or, if correspondence course, number of lessons

for which student has paid but not yet completed and submitted).

7. Total hours for which student has paid (or, if correspondence course, total number of lessons for which
student has paid).

8. Equipment cost, if any.
9.  Name of entity to which refund was sent.
10. Address of entity to which refund was sent.

11.  Address of entity to which refund was sent.

ENROLLMENT AGREEMENT

Each institution must provide students with an “Enrollment Agreement or Contract” as described in §94810 (If
school is Subject to Article 6); and §94810 and §94871 (If the school is subject to Article 7) . To make certain that
your Agreement complies with the Education Code, find each required item below and mark the number on your
document.

If your document has any information that goes above and beyond what is required by statute, use a marker to
highlight those statements. On a separate sheet, explain why this additional information has been included on the
form.

1.  General description of the course.

2. Equipment to be provided (if any).

3 Total number of classes, hours, or lessons required to complete the course of instruction.
4.  Total amount which the student is obligated to pay.
5

Itemization of fees, charges, and expenses.
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6.  Amount charged for each piece of equipment.
7. A schedule of payments.
8. A notice about the student’s right to withdraw.
9.  The student’s right to obtain a refund with an explanation of refund rights.
10. An explanation of how the amount of refund will be determined.
11. A hypothetical example of a refund.
12.  An explanation of the student’s right to cancel.
13. Exact statement:
“YOU ARE RESPONSIBLE FOR THIS AMOUNT, IF YOU GET A STUDENT LOAN, YOU ARE
RESPONSIBLE FOR REPAYING THE LOAN AMOUNT PLUS ANY INTEREST.”
14. Exact statement:
If you have any complaints, questions or problems which you cannot work out with the school, write or call:
Bureau for Private Postsecondary and Vocational Education
400 R Street, Suite 5000
Sacramento, CA 95814
(916) 445-3427

15. Place for student’s signature.

INSTRUMENTS EVIDENCING INDEBTEDNESS FORM

Before a student considers taking a loan, institutions must provide students, with written and oral information about
the loan and loan responsibilities as described in §94859. If the institution itself extends credit or lends money, it
must also comply with §94838. To make certain that your written document complies with the Education Code,
find each required item and mark the number on your document.

If your document has any information that goes above and beyond what is required by statute, use a yellow marker
to highlight those statements. On a separate sheet, explain why this additional information has been included on the
form.

A statement that:

1.  The student must repay the full amount of the loan.

2. The student must pay interest.

3. Any refund will be deducted from the amount paid.

4.  If the student defaults on a government guaranteed loan, the kind of action the government can take.

5. If the institution extends credit or lends money, the exact notice in §94838.
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LETTER OF REPRESENTATION — FORM 6

The Letter of Representation should be printed on the institution’s letterhead and signed by the Chief Executive
Officer. The Letter of Representation must contain the following information in this format:

Bureau for Private Postsecondary [insert date]
and Vocational Education

400 R Street, Suite 5000

Sacramento, CA 95814

[insert salutation]

In connection with our application for approval/reapproval to provide educational services under California
Education Code (CEC) §94915, the management of [insert institution’s name] confirm, to the best of our
knowledge and belief, the following representations:

l.

We are responsible for the maintenance and upkeep of all documentation relating to our financial and
educational program operations such as student financial and educational records, student test records, policy
and procedures documentation, job descriptions, internal control procedures, all accounting and related
payroll records, etc. and we will make these available to you if requested.

To the best of our knowledge there have been no irregularities involving management or employees.

We have received no communications from other regulatory agencies concerning our financial and
educational program operations that could materially affect our compliance with state law which we have not
otherwise disclosed to you.

We have disclosed to you all plans or intentions that may materially affect the carry value or classification of
assets or liabilities and there are no material (including related party) transactions which have not been
properly disclosed to you or reflected in the financial statements.

There are no claims, liabilities or contingencies — asserted or unasserted — which have not been disclosed to
you or reflected in the financial statements.

We have complied with the State’s pro-rata refund formula and we have paid all refunds due in a timely
manner.

There has been no change in ownership or control of the institution which has not been properly disclosed to
you.

Sincerely,

[insert signature block of Chief Executive Officer]
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SAMPLE BALANCE SHEET — FORM 7
DEFINITIONS OF TERMS

Current assets: Cash and cash equivalents, accounts receivable and other assets readily convertible to cash or
currently useful goods and services.

Non-current assets:  All physical and non-physical long term assets.

Total assets: The total of all current and non-current assets presented on the financial statement.

Current liabilities: ~ Short term payables regardless of source, due in 12 months or less, including the current
portion of unearned tuition.

Non-current
liabilities: All long term payables not due in the current fiscal year.

Total liabilities: The total of all current and non-current liabilities.

Total stockholder’s
Equity: Consists of the recorded proprietary interests of stockholders and retained earnings.
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[insert institution’s name]

BALANCE SHEET

as of Fiscal Year End: [insert date]

ASSETS 1999 1998
[current year] [prior year]
CURRENT ASSETS
$ $
Cash XX XX
Accounts Receivable XXX XXX
Other current assets XXX XXX
Total Current Assets XXXX XXXX
NON-CURRENT ASSETS
Notes receivable (long term) XXXX XXXX
Vehicles XXX XXX
Physical plant — Buildings XXXX XXXX
Total Non-Current Assets XXXX XXXX
TOTAL ASSETS XXXXX XXXXX
LIABILITIES & STOCKHOLDER’S EQUITY S S
CURRENT LIABILITIES
Accounts Payable XX XX
Unearned Tuition XXX XXX
Other current liabilities XXX XXX
Total Current Liabilities XXX XXX
NON-CURRENT LIABILITIES
Loan Payable XX XX
Unearned Tuition XXX XXX
Total Non-Current Liabilities XXX XXX
TOTAL LIABILITIES XXXXX XXXXX
STOCKHOLDER’S EQUITY
Retained Earnings XXX XXX
Stockholder’s equity XXX XXX
Total Stockholder’s Equity XXX XXX
TOTAL LIABILITIES & SH EQUITY XXXXX XXXXX

Note:

The format shown above is an example of a statement of financial position (Balance Sheet) and assumes a corporate
structure.

a.  Definitions of terms are provided on the back of this page.

b.  The date should be the last day of the institution’s (or individual’s) fiscal year (e.g., June 30, December 31,
etc).

c.  Ifapplicable, provide financial data for the prior year.

d.  Any significant legal claims, assessments or related liabilities not recorded in the body of the Balance Sheet
should be disclosed in supplementary note form.

e. Financial data must be prepared on the accrual basis, in accordance with General Accepted Accounting
Principles (GAAP).
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Education income:

Other income:

Total income:

Operating expenses:

Other
(non-operating):

Total expenses:

Net income:

SAMPLE INCOME STATEMENT — FORM 8
DEFINITIONS OF TERMS

Tuition, fees and revenue from other education related services. Include revenue from all
sources such as JTPA, ROP, Voc Rehab., and donations or grants.

Other income shown on the financial statements.

The total of all educational and other income.

All expenses incurred in the ordinary activities of the reporting entity.

Expenses not directly related to the day to day operations of the institution, i.e., expenses,
extraordinary items and discontinued operations.

The total of all operating and non-operating expenses.

Total revenues less total expense
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SAMPLE INCOME STATEMENT — FORM 8

[insert institution’s name]
INCOME STATEMENT
For the twelve months ended [insert date]

REVENUES 1999 1998
[current year] [prior year]
$ $
Education Income XXXXX XXXXX
Other Income XXX XXX
Total Income XXXXX XXXXX
EXPENSES
Salaries XXXX XXXX
Advertising XXX XXX
Administration XX XX
Operating Expenses XXXX XXXX
Other (non-operating) expenses XXX XXX
Total Expenses XXXX XXXX
NET INCOME XXXX XXXX

Note:
The format shown above is an example of a simplified, single step, comparative Income Statement.

Definitions of terms are provided on the back of this page.

Where possible, tuition related income (less any offsets) should be shown separately from other income.
If applicable, provide financial data for the prior year.

For NEW institutions only, a formal Income Statement is not applicable until operations begin unless the
entity has been operating under a temporary approval granted by the Bureau.

e o

36



